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Accessing Learning and Development

Learning and Development

ﬁ Learning and Development

&

Department specific learning activities.

ELM

=2

5
s

Click on this link to view learning records and enroll in any available Citywide or

Training Guide
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Menu Path: From the COMET 'home' page, select the Learning and Development link.

Favorites « Main Menu =
- p— Al ~|Search
omet

No Cunrent Announcements.

3
P uic Lins

.\

9 Find Leaming

& My Leaming

=] Lesming Plans

%;Z Supplemental Leaming

=) My Leamer Transcript

Advanced Search

Welcome, Mir M Ali

JP Sestch for Learming
Enter s keyword and select the Search button to initiste the ssarch.
po
{j} Wy Curr i

View 4| Le

Title
Retirement Seminar
Weliness and You

Respact in the Workp.

Grading & Base 1

Anti-Harassment Trai.

Self Paced

View All 62

7 wy Leaming

o
®

Advenced Search

¢ (o~

DueDate  Launch

Home Workist Sign out

Personalize Content | Layout

H,T:::Lm s

Ne To Do List items were found

7 Help

Leading Gthers
9AM-3PM,COL RM 101 - Classroom

+  Ethics- General
Catch Up - NEO - Cla:

nent & Retalistion Policy

+  COMET Inventory Counting Evants

9:00-10:30, PSC 13A - Classroom

#0 Find Leaming

Notes: You will access Learning and Development from the COMET HR home page, by selecting
the "Learning and Development" link under the Learning and Development work center.

Procedure
Step Action

1. From the COMET Home Page, select the Learning and Development link under the
Learning and Development section.
Click the Learning and Development link.
Learning and Develngmeng

2. A new browser session is opened up for Learning and Development.
End of Procedure.
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Dropping a Class

Learning and Development R - 5

@ Learning and Development
@f‘ Click on this link to view learning records and enroll in any available Citywide or
Department specific learning activities.

Menu Path: From the COMET 'home' page, select the Learning and Development link.

Favarites Main Menu «

All = Search Advanced Search
comet

Personalize Content | Layout ? Help
[ 4
—‘ Announcements g (e~ My To Do List ¢ [ov
No To Do List items were found.
p Search for Leaming CRd

er & keyword and select the Search button to initiate the sear =
N = Enter 8 keyword and select the Search button to initiate the search NI r— N
® T

No Cument Announcements.

9 Find Leaming Advanced Search

= - Leading Gthers
&y Learning {‘:ﬁl e — s o SAM-3PM,COL RM 101 - Classroom

=] Leaming Plans +  Leadership U

View | All Leaming v Hawthome - Clessroor
L supplements! Leaming

Title Required Status DueDate  Launch *  Ethics- Geners|

E] My Leamer Transaript Retirement Seminar Waitlisted Cateh Up - NEO - Classroom

Wellness and You Plan

+  AntiDisaimination Harassment & Retalistion Folicy

Respect in the Workp. Anti-Harassment - Classroom

Graing & Base 1

*+  COMET Inventory Counting Events
Anti-Harassment Trai Self-Paced Completed f’g‘\ 9:00-10:30, PSC 134 - Classroom
View All B =
View All 63 F Find Leaming

¥ My Leaming

Procedure

Step Action

1. Dropping a class is performed by selecting the My Learning hyperlink under Quick
Links.

Click the My Learning link.
My Learninc

2. The learning history is displayed. Identify the class to be dropped, and then click on
the Drop button.

Click the Drop button.

3. The Review Information page displays, prompting the end user to confirm the
dropping of a class.

Click the Drop button.
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Step Action

4, A confirmation message is displayed. A confirmation e-mail will be sent to the
learner.

Click the Learning Home link.

End of Procedure.
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Find Learning

Learning and Development

ﬁ, Learning and Development

g

Department =pecific learning activities.

~u
ar

f= I

Click on this link to view learning records and enroll in any available Citywide or

|
comet

Menu Path: From the COMET 'home' page, select the Learning and Development link.

Favorites = | Main Menu ~

L
omet
j Annguncements

No Cument Announcements.

(@ Quick Linis

3’-‘2 My Leaming

(5] Leaming Plans
(@ supplemental Leaming

(=] ny Leamer Transcript

Procedure

Al *|Search

| Advanced Search

9 Seerch for Lesming

Enter s keyword and select the Search bution to initiste the search.

@ My Curent Lesming

View Al Leaming
Title
Retirement Seminar
Wellness and You
Respect in the Workp...
Grading & Base 1

Anti-Harassment Trai...
View All 63

& My Leaming

Type

Classioom
om
om

Self-Paced

Required Status

Waitliste

Not Completed
Completed

Completed

ov

®

Advanced Search

s ov

DueDate  Launch

@

My Te Do List

No To Do List items were found

« Leading Others

Home Worklist

Pessonalize Content | Layout

SAM-3PI.COL AM 101 - Classoom

« Lesdership U

Hawthome - Clzsoom

*  Ethics- General
Cstch Up - NEO - Classroom

Anti-Disarimination Harsssment & Retalistion Pelicy
Anti-Harassment - Classroom

+  COMET Inventory Counting Events
9:00-10:30, PSC 134 - Classroom

‘}D Find Learning

Sign out
? Help

s av

o B~

Step

Action

1.

The Find Learning link is located under the Quick Links section.

Click the Find Learning link.

@ Find Learning
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Step Action

2. The Find Learning page displays.

You have the ability to search for learnings using the “Filter by” options on the left
side of the Find Learning page. You can filter by:

e (Category

e Facility

e Learning Type

e Upcoming Events

e Rating

e Location

In this example, the Upcoming Events filter is demonstrated. Scroll down the page
until you locate the Upcoming Events section.

3. Future learning events can be located under Upcoming Events.

Click the Next 90 Days (11) link.
[ext 90 Days (11]

4, Upcoming learning events within the next 90 days are displayed.

Click the Clear All Filters link.

5. The Find Learning page displays all Learnings (without filters).
6. Click the Learning Home link.
7.

End of Procedure.
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Learner Transcript

Learning and Development R - 5

@ Learning and Development
@f‘ Click on this link to view learning records and enroll in any available Citywide or
Department specific learning activities.

Menu Path: From the COMET 'home' page, select the Learning and Development link.

SelfPacsd

Procedure
Step Action

1. Your learning transcript can be produced by selecting the My Learner Transcript
hyperlink under the Quick Links section of the Learning and Development home
page.
Click the My Learner Transcript link.
My Learner Transcri

2. The My Learning Transcript page displays. To create a Learner Transcript for the
first time, follow the steps listed below.
Click the Add a New Value tab.

Add a Mew Value

3. Click in the Run Control ID field.
[

4, Enter the desired information into the Run Control ID field. Enter "1".

5. Click the Add button.

Add

Page 6



g— Training Guide
Comet ELM — Employee Self-Service

Step Action

6. On the My Learner Transcript page, information for the report is displayed under
the Report Request Parameter(s) section.

Click the Run button.
Fun

7. The Process Scheduler Request pop-up window displays. Click on the Server Name
drop-down to see a list of server names.

Click the Server Name list.

/"

8. Select the appropriate Server Name.

Click the PSNT list item.

9. Scroll towards the bottom of the pop-up window to select the OK button.

Click the OK button.

10. The batch job to produce the Learner Transcript will now execute. On the My
Learner Transcript page, select the Process Monitor hyperlink at the top of the
page.

Click the Process Monitor link.
Process Monito

11. The batch job is listed in the Process List section, showing information such as the
Process Name, User, Run Date/Time and Run Status.

Under the View Process Request For section, select the Refresh button to update
the status of your batch job.

Click the Refresh button.
Refresh

12. Under the Process List section, the batch job is completed when the Run Status is
'Success' and the Distribution Status is 'Posted".

Click the Go back to My Learner Transcript link.
[Go back to My Learner Transcripd

13. Select the Report Manager hyperlink at the top of the My Learner Transcript page.

Click the Report Manager link.

Feport Manager
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Step Action

14. Click the Administration tab.
Administration

15. To display the Report - under the Report List section, click on the hyperlink under
the Description column.

Click the LM002 - LM002.pdf link.

LIMO02 - LMOD2 pdf

16. The Learning Plan Transcript Report displays in a separate pop-up window. The
report lists the Student Name, Course Name, Completed Date, Enrollment Status,
Passing Status and Grade.

The Transcript Report is displayed in a PDF format. The report can be printed by
selecting the Printer icon at the bottom of the browser.

Click the Printer object.

17. Confirm your print destination and settings, and then click on the Print button.
Print
18. Optionally, the Learning Plan Transcript can be saved as a PDF file.

Click the Save object.

=

19. Select the appropriate directory folder and specify a file name before clicking on
the Save button.

Click the Save button.

Save

20. The Learning Plan Transcript browser window can be closed to return to the
Learning and Development browser window.

Click the Close Tab (Ctrl+W) or Click the 'X" in the Browser tab button.

[x]

21. Click the Home link.
22.

End of Procedure.
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My Learning

Learning and Development v IE - B

@ Learning and Development
@?’ Click on thig link to view learning records and enroll in any available Citywide or
Department specific learning activities.

Menu Path: From the COMET 'home' page, select the Learning and Development link.

Favorites ~ | Main Menu -
— All = Search » | Advanced Search

™ Home Worklist Sign out

comet

Personalize Content | Layout ? Help
j Announcements & [sv Wy To Do List e [av
No To Do Listitems were found.
J sesin forLeaming ov

Enter a keyword and select the Search button to initiate the search.

:) Quick Links ov ® %‘ New Leaming o v

No Cument Announcements.

$) Find Leaming Advanced Search
Leading Others

& vy Leaming Q My Curent Leaming s [ov AM-3PM,COL RM 101 - Classtoom

E Learning Plans +  Leadarship U
View  al| Learming - Hawthome - Classroom
ﬂ Supplemental Leaming
Title Required Status DueDate  Launch *  Ethicz- General

=] My Lesmer Transcipt Retirement Seminar Catch Up - NEC - Classroom

Wellness snd You *+  Anti-Discrimination H

ssment & Retsliation Policy

Respect in the Workp. Anti-Harassment - Classroom

Grading & Base 1

+  COMET Inventory Counting Events

Anti-Harasment Trai... SelfPaced -] 9:00-10:20, PSC 134 - Classroom

View All 8 1L
View All 82 F9 Find Leaming

& Wy Leaming

Procedure

Step Action

1. The My Learning page will list your entire learning history with the City. This
includes learning that you have already completed, and learning you are currently
enrolled in or plan to attend in the future. Select theMy Learning hyperlink under
Quick Links.

Click the My Learning link.

Wy Learnine
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Step Action

2. Information displayed on the My Learning page can be controlled by applying a
filter. You can apply the following filters:

* All Learning - Any Status, Type, Date (default)
* All Learning - Completed

* All Learning - Currently Enrolled, In Process

* All Learning - Within Last Month

* All Learning - Within Last Year

* Supplemental - Continuing Education Only

* Supplemental Only - All

Click the View list.

All Learning - Any Status, Type, Date |L]|
3. Click the All Learning - Completed list item.
All Learning - Completed
4. Once a View has been selected, click on the Go button to display information.

Click the Go button.

End of Procedure.
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Plan for Later

Learning and Development R - 5

@ Learning and Development

@f‘ Click on this link to view learning records and enroll in any available Citywide or
Department specific learning activities.

Training Guide

ELM — Employee Self-Service

Menu Path: From the COMET 'home' page, select the Learning and Development link.

Fovorites + | Main Menu »
- t Al ~|Search Advanced Search
No Gurrent Announcements. e
s AneeneEmen ) Search for Leaming ov
> Enter a keyword and seledt the Search button to initiate the search
Quick Links [
Lk o ®
9 Find Leaming stvanced Search

§& wyLeaming

@u, Current Leaming o [ov

=) Leaming Plans
Views |l Learning -

& supplemental Leaming
Title

Retirement

Required Status DueDate  Launch

=] My Leamer Transaript

Wellness

Respect n the 1

Grading & Base

Anti-Harazsment Trai...
View All 83

3 My Lesming

Home Woridizt Sign out

Personalize Content | Layout 7 Help

H,T:: List g [~

No To Do List items were found.

" é New Lesrning o ev

«  Leading Others
SAM-3PM.COL RM 101 - Classroom
« Leadeship U
Hawthome - G

*  Ethics- Genesal

Catoh Up - NEO - Classroom

2:00-10:30, PSC 134 - Classrcom

;) Find Leaming

Notes: You are encouraged to add courses to your learning plan and let your Training
Administrator know you are interested in a particular learning opportunity. This helps Training
and Development and your Department administrators effectively plan for future offerings.

Procedure
Step Action

1. You can search for Learnings under the Search for Learning section by entering a
keyword and pressing the Enter key.
Click in the Enter a keyword and select the Search button to initiate the search
field.

2. Enter the desired information into the field. For Example: "Excel 2010".

3. Press [Enter].

4, Click the Plan for Later button.
| Flan for Later

Page 11



Training Guide

a—
ELM - Employee Self-Service Com et

Step Action

5. The Select Learning Plans pop-up window displays your Learning Plans.

Click in the Target Completion field.

L

6. You can enter a Target Completion date for this Learning Plan, although this field is
not required.

Click the Priority list.

Low |L|

7. The Priority setting is a required field that defaults to "Low" but can be changed.

Click the Clear All object.

8. Select the Required option, if applicable.

Click the Required option.

O]

9. Click the OK button.
10. The Course Details page displays information for the selected Learning Plan,

including a course description.

11. Click the Learning Home link.

12. The Learning and Development home page displays.

Click the Learning Plans link.

13. Under the Learning Plans section, planned learning is displayed. Selecting the
Details link will display information for the course that was added.
Click the Details link.

Details

14. The Learning Plan Details page displays. The new course has been added under the
Learning Plan Details section.

Click the Learning Home link.

15.
End of Procedure.
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Search and Enroll

Learning and Development IR -

@ Learning and Development

@f‘ Click on this link to view learning records and enroll in any available Citywide or
Department =pecific learning activities.

Menu Path: From the COMET 'home' page, select the Learning and Development link.

Favortes = | Main Menu -
p— Al *| Search Advanced Sesrch
'-O[ ' let Home Warklist Sign out
Fersonalize Content | Layout ? Help
Announcements e (o~ Wy Ta Do List e (&~
Mo Current Announcements ™ No To Do List items were found
o Cuntent Announceme P Sesreh or Leaming L L
3 Enter & keyword and select the Search button to initiste the search -
&
Quick Links (33 - K New Leaming o [&x
> ® ||
;) Find Leaming Advanced Search
& MyLesming Q My Cument Learning S (o~ COL RM 101 - Classroom
=] Leaming Flans +  Leadership U
= View all Leaming - Hawtharne - Classroom
§& supciemental Leaming
— Title Required Status DueDate  Launch *  Ethics - Genesal
=] My Leamer Transoript Retirement Seminar s Catoh Up - NEO - Classroem

Wellness snd You *  Anti-Disgimination Haressment & Retalistion Policy

Respect in the Workp Anti-Harassment - n

Greding & Base 1
reding & Base *  COMET Inventery

Anti-Harassment Trai. @\' 5:00-10:30, PSC 13A NIPE;'E;:TE
‘/\.Ewil\fl :l’_) Find Lesming
Procedure
Step Action
1. Click in the Enter a keyword and select the Search button to initiate the search

field.

Enter a keyword to initiate the search (e.g. Ergonomics). You can also perform a
partial word search using an asterisk (e.g. Ergo*)

2. Press [Enter].

3. On the Find Learning page, scroll down to find the appropriate search result.

Click the scrollbar.

4, Under Class Code, select the hyperlink for the appropriate class.

5. The Course Details pop-up window displays information for the selected course.
This is where you can see if seats are available before submitting your enrollment.
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Step Action

6. Scroll down to the bottom of the pop-up window and select the Close button.

Click the Close button.

Close

7. If current offerings are available, you will be presented with a list. Locate the
appropriate date and time and click on the Enroll button.

Click the Enroll button.
| Enrall |

8. The Review Information page displays. Clicking on the Submit Enrollment button
will enroll you into the class.
Click the Submit Enrollment button.

Submit Enrallment

9. A confirmation message is displayed on the Review Information page. A
confirmation e-mail will also be sent to the end user within 15 minutes, which will
contain an attachment to add the class to your Outlook Calendar

Click the Learning Home link.

10.
End of Procedure.
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Supplemental Learning

Learning and Development R - 5

@ Learning and Development
@f‘ Click on this link to view learning records and enroll in any available Citywide or
Department specific learning activities.

Menu Path: From the COMET 'home' page, select the Learning and Development link.

Al ~| Search Advanced Search

3 Enter a keyword and select the Search button to initiste the search
P auickLin (23

DueDate  Lzunch

Notes: Supplemental Learning is used only to record any completed training that is NOT listed
specifically on the City's Learning Catalog. All training available through the City's Learning
Catalog must be administered through standard enrollment procedures.

Record any training that is significant to your current or any future role(s) with the City. Contact
your Training Administrator if you have questions.

Procedure
Step Action

1. Recording completed training not listed on the City's Learning Catalog can be
entered by selecting the Supplemental Learning hyperlink under Quick Links.
Click the Supplemental Learning link.
[Bupplemental Learning]

2. The Add Supplemental Learning page displays.
Click the Type list.

Select.. |
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Step Action

3. Valid Supplemental Learning Types include:

* Conference/Seminar
* Continuing Education
* On-the-Job Training
* Project Work

* Self-Paced Learning
* Workshop

Conference/Seminar

Click the Conference/Seminar (as an example) list item.

4, Click the Add Supplemental Learning button.

| Add Supplemental Learning |

5. Click in the Title field.

Enter a Title for the Supplemental Learning Details.

6. Click in the Description field.

Enter a Description for the Supplemental Learning.

7. Click the Status list.
Select.. I~
8. A valid Status includes:

* In-Progress
* Planned
* Submit For Approval

Click the Submit For Approval list item.

Submit For Approval

9. Click in the Start Date field.

Enter a valid Start Date.
1040642015

10. Click in the End Date field.

Enter a valid End Date.
1040642015

11. Click in the Location field.

Enter a Location (optional field).
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Step Action
12. Click in the Study Hours field.
Enter Study Hours (optional field).
13. Click in the Price field.
Enter Price (optional field).
14. Click in the Education Units field.
Enter Education Units (optional field).
15. Click in the Provided By field.
Enter a value for the learning Provider.
16. Click in the Instructor/Facilitator field.
Enter an Instructor/Facilitator (optional field).
17. Click the Save button.
18. Click the Learning Home link.
19.

End of Procedure.
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View All

Learning and Development R - 5

@ Learning and Development
@f‘ Click on this link to view learning records and enroll in any available Citywide or
Department specific learning activities.

Menu Path: From the COMET 'home' page, select the Learning and Development link.

Favorites « Mzin Menu »
All ¥ Search Advanced Sesrch
— : )
Home | Woiist | Signout
“omet

Personalize Content | Layout ? Help

: r
W Announcements 2 av m,T:::usl s or

No To Do List items were found

Mo Curent Announcements.

J sssrfrLeaming ov

,) Enter & keyword and select the Sesrch button to initiate the search Py
(PP Quic Links ov - X2 NewLeaming g [ov
0 ick Li ® %: ]
:p Find Leaming Advanced Search
+ Leading Others

@y Leaming El e ; SAM-3PM,COL RM 101 - Classroom
f My Cument Learning s ey AM-3PM GOl Classroom
- & d
j Leaming Flans ) + LeadenhipU

View a1l Learming v Hethorne - Classroom

{E_Z Supplemental Leaming

Ethics - Genesal
Catch Up - NEO - Classroom

o Title
=] My Leamer Transoipt Retirement Seminar

Wellness and You

Required Status Due Date  Launch

Anti-Disrimination Harassment & Retaliation Policy

Respedt in the Worip. Anti-Harsssment - Classroom

Grading & Base 1

COMET Inventory Counting Events

AntiHarsssment Trsi.. (0] 9:00-10:30, PSC 124 - Classroom

Zp Find Leaming

7 My Leaming

Procedure
Step Action

1. Scroll down to the My Current Learning section, and select the View All ##
hyperlink.
Click the View All ## link.

2. The Learning pop-up window displays the "All Learnings" view by default. The view
can be changed to display "Required Learnings".
Select a class title to view.

3. The Class Detail pop-up window displays, providing a Course Description, Class
Code, Type, Status and Price Per Seat.
Click the Close button.
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Step

Action

4.

Information for each Learning event can be downloaded into Excel.

Click the Download button.

A pop-up displays for the Excel download. This file can be opened in Excel or saved
as afile.

Click the Open button.

Click the Yes button to open the Excel file, if prompted about a different file
extension.

The Excel file displays all Learner information.

Select the ELM browser tab (Learning and Development) to return to the Learning
and Development session.

Click the ELM 9.2 PROD tab.
= ELM9.2 DEV X

On the Learning pop-up window, select the 'X' or the Return button at the bottom
of the pop-up to close the window and return to the Learning and Development
home page.

Click the Return button.

End of Procedure.
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